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Overview of Terms of Reference 

The aim of a Terms of Reference (ToR) is to briefly articulate a project proposal in order that it can be considered by the appropriate decision makers with regards to its potential viability. 
If the initial concept is approved the project sponsor will then be required to submit a full business case. 

It has been recognised that in the past considerable effort and time had been absorbed in preparing a full business case which was subsequently turned down at the decision making stage.  The ToR aims to reduce and simplify the initial requirements for considering a proposal for the benefit of both proposer and decision maker.

Where a ToR has been given the go-ahead to move on to the next stage many of the sections can subsequently transferred over to the business case for further embellishment and expansion.
Training in completing a full business case is provided via OCSLD on the ‘focused project manager’ workshop. 

	1
	Background 

Provide a brief description outlining why this project is needed and the benefits it will deliver to the University.

NB: Cross reference with section 8 in the addendum

	Provide a very brief synopsis of what has prompted this project request and the benefits your proposal will deliver to the University. 

It may be an opportunity, or a need to overcome a problem or to avoid a potential risk.

A useful tip is that authors often assume that readers are familiar with their part of the University, which is not always true.

Cross reference section 1 with section 8 to indicate how your proposal fits with the University’s 2020 strategy.


	2
	Project Remit (Objective) 

A summary of your key objective encapsulated in one sentence. Followed by sub objectives if deemed necessary.

	The project objective must be well-defined. The objective defines the business outcome for the project. A clear objective enables success or failure to be recognised. 
The objective must be: Specific, Measurable, Achievable, Relevant, Time bound. 




	3
	Scope  

Indentify the scale of the project in size, people  effected, impact of project

	Identify the scale of the project in size, people effected, areas impacted etc. 
You may also wish to articulate what is not being included within the project.


	4
	Key deliverables  

A summary of the key deliverables initially identified 

	It is important to have some understanding of what the project is to deliver (produce) in order to realise its stated objectives. If it helps you may wish to think of these as key packages of work which need to be undertaken to achieve the objectives. 


	5
	Who is involved  (Stakeholders)
Outline key stakeholders who will be involved in the actual project 

	Note down the key groups / departments etc who will have a vested interest in your project. 

This can be both internal and external to Brookes.  


	6
	Time Scales   

Outline key timescales 

	Outline key timescales for your project delivery. You may wish to produce a mini milestone project plan and insert it here.
Are there internal or external deadlines by which the project must be delivered by.


	7
	Investment and resourcing   

Provide an indication of the investment costs and resources anticipated for this project

	Provide an indication of the investment costs and resources anticipated with the project

Investment 

How much will be required in terms of initial capital outlay for this initiative and what will be the on-going recurring annual costs which will need to be budgeted for in future years.  
Indicate whether you are anticipating to fund this proposed initiative from existing internal sources or provision made from an external source i.e. an awarded grant.    

If applicable also provide an indication of the approximate revenue potential for this initiative. 

Resourcing 

Provide an indication of the amount of people/time effort which will need to be allocated to this initiative 

This could be expressed in number of days effort over a period of time. 

Please indicate support time required from EFM, OBIS and other support areas. This will require you to speak to the relevant representatives from that area.   




	8
	Oxford Brookes strategic fit and benefit realisation matrix  

	Outline in bullet form the key benefits your proposal will deliver in achieving the University’s strategic objectives or risk avoidance. 
Outline in bullet form the key measures evaluation you will use to determine whether the project and its benefits have been realised..  


Key benefits: are quantifiable and measurable improvements which will benefit Oxford Brookes University and are linked in most cases to its strategic objectives. 

In some instances some projects will solely be commissioned to satisfy an externally imposed compliance requirement or protects the University form a potential risk so you would select 5.1  

Only select the strategic objectives where your project will add benefit.

Key measures: as all benefits are required to be quantifiable and measurable this box asks you to outline the measures / evaluation you will put in place to determine whether the key benefits have been realised and the project has been a success.
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